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eRequisition Overview

This process guide provides instruction on the functional steps to create an eRequisition containing a
catalog item. An eRequisition is a requisition that is created electronically. Catalog items signify that the
items are on term contract with the state and can be Statewide Term Contracts, IT Convenience or
Agency Convenience Contracts.
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An eRequisition is created when a user selects items to order over the Internet through NC EProcurement
@ Your Service. The user initiating the eRequisition is referred to as the requestor. A Shortcut Menu on
the left hand side of the E-Procurement Home Page displays the required process steps as well as noting
the user’s progress. The user navigates through the process steps by either clicking the links in the
Shortcut Menu or by using the navigational buttons at the top or bottom right of the screen. There are
three main steps required to create an eRequisition:

1. Add Title — enter a title that describes the purchase
2. Add items — select and add items to the shopping cart

3. Checkout — enter shipping, accounting, and comment information, as well as review the
eRequisition for accuracy
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The Home Page, shown above, is the first page displayed once a user logs into the NC E-Procurement
System. This page is also referred to as the Swoosh page. To begin an eRequisition, click the ‘Create’
button on the Swoosh or the ‘Create’ link in the Shortcut Menu.

1.0 Add Title

The Add Title page is the first step in creating an eRequisition. It allows the user to name the
eRequisition for future reference.
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1. Title -- The title of the eRequisition should be descriptive of the item(s) being purchased.

2. Pre-Encumbrance Status (NCAS users only) — This field indicates the pre-encumbrance status
of an eRequisition in NCAS. An eRequisition is ‘Not Encumbered’ until the eRequisition has been
sent to NCAS to pre-encumber the designhated amount.

Note: Once a user submits the eRequisition, the information is sent to NCAS to pre-encumber the
designated amount of the purchase. The Pre-Encumbrance Status reflects whether the eRequisition
has been pre-encumbered. When the eRequisition becomes a purchase order, the money will be
fully encumbered in NCAS.

3. On Behalf Of (NCAS users only) — The ‘On Behalf Of field will default to the requestor’s login
token. To create an eRequisition on behalf of another user, locate the user’'s name in the
dropdown box.

Note: If the user's name does not appear in the dropdown box, choose ‘Other...’ to select the
appropriate user.
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4. Delay Purchase Until (NCAS users only)— The ‘Delay Purchase Until?’ field allows the
eRequisition to be submitted and approved but not be distributed to the supplier until the date

specified.
E-Procurement
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On Behalf Of: | CORR Requestor 01 ¥
Delay Purchase Until: 2 | =
*Buying Entity: PE

Transmit To Supplier?

* indicates required field Required Fields on a page
are noted with an asterisk. =~
All other fields are optional. . BY
8 Next > Jl| Exit

5. Buying Entity (NCAS users only) -- This field will default to the buying entity defined in the user’s
profile.

Note: This field cannot be changed once the eRequisition has been submitted.

6. Transmit to Supplier (NCAS & Community College users only) — The ‘Transmit to Supplier’ box

defaults to checked. The vendor will not receive a copy of the purchase order if this field is
unchecked.

7. Click the ‘Next’ button to continue to the next step in creating an eRequisition.
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2.0 Add Items

Users can add catalog (term contract) items to their eRequisition from the Add Items page using the
catalog search functionality, The Add Items page is also used to add non-catalog items, punchout, and
eQuote items to eRequisitions (covered in separate process guides).

Thomas Woods Preferences Toggle Tips Toggle Currency

Shoppina Cart o PR249: Untitled Requisition
S Items: 1 Total: $443.98USD Enter keywords in
- search field to execute
Add Title
El Additems a keyword search.
Add Items
Add items to your requisition frg - - L  — daw dataile foegon-catalog items.
Checkout Select the How To
‘Options’ link
Keywords: | Search| [Reset] Ootions ™ for addltlor_]al Create Non-Catalog Item |
search options.
1,506 itemns found wBy: lCategory vl
Computers (617) Manufacturing (266)
Desktop (13) Laptop (6) Server (1) .. Electrical (61) Equipment (2) Hand Tools (14) ...
Miscellaneous (63) Office Equipment/S lies (358)
Clothes {(4) Agricultural Machinery (59) Office Equipment (53) Office Supplies (249) Electrical and Lighting components {56
Reference Materials (796) Maintenance Serviges (3) Browse the loaded catalogs
Reference Books (398) Publications (398) Cleaning Services (3) g
by choosing the
A ) Uncateqorized ltems; {4 appropriate link to view a
complete list of items by
NIGP code.
Can't find what you are looking for? Fill out a non-catalog form,

Users can search the term contract catalog in three ways: Keywords Search, Advanced Search (Options),
and Browsing the Catalog.

1. Keywords — Allows the user to type in key words that describe the item they wish to purchase
into the search field. The system will then search through all the contracted items and display the
items similar to the keyword search. The keyword search is intended to be the most frequently
used search.

2. Options —Allows users to customize the search function by selecting additional fields to include in

the search:

 Keywords: Choose to match the keyword(s) entered by the exact phrase or exact words.

+ Additional Options: Select the desired field and enter the search criteria. Available options
include: Supplier, Supplier Part #, Manufacturer, Mfg. Part #, Price, and ETA (Days).

* Custom: Choose ‘Favorites’ to view the list of items saved in the favorites list. (See ‘6.0
Catalog Item Favorites’ for additional details).

* Views: Select to show or hide all available search options.

+ Saved Searches: Run a saved search by clicking the name of the search previously saved.
To save a new search, choose ‘Other’. (See ‘7.0 Catalog Saved Searches’ for additional
details).
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3. Browsing the Catalog — Allows the user to manually drill through the National Institute of

Government Purchasing (NIGP) commaodity code structure to find a desired item. Click on the
appropriate header (or detailed) link to view a list of the items in a particular category.

- T PRDEV1000402: Untitled eRequisition
e T Items:1 Total: §746.85usp | Sort the results Exit
Add Title using the ‘View By’
— E Add ltems drop down box.
Add Items
Checkout
Keywords: Options ¥ [ Create Non-Catalog Item

- === — ~
( View By: | Category ¥ Mth) Details v
~ -

Bl -

~
12 items found

3 items found in: EDUCATIONAL & ATHLETIC EQUIPMENT, SUPPLIES > EDUCATIONAL EQUIPMENT AND SUPPLIES > 785-00: SCHOOL

EQUIPMENT AND SUPPLIES = 785-55: Engineering and Technical Instruction Equipment and Materials (For Air Conditioning,
Electronics, Machine Shop, etc.)

- -

- ~
(Statewide, Recycled, Good, Reqular) Test item 1. $698.00USD /edch [Add to Cart _ ,\
Click the - -

‘Supplier’ link to Suppliec#art #: 23
view detailed __

. ) (Days): 21
information about ﬁ

the selected

Supplier: AFP INDUSTRIES, INC. (Statewide, Recycled, Good, Regular) Test item 1. Add to Favorites ™

supplier. (IT Convienience, non-Recycled, Service, Reqular, ... $10.48USD / each Add to Cart
Supplier: AFP INDUSTRIES, INC. (IT Convienience, non-Recycled, Service, Regular, Add to Favorites ™
Supplier Part #: 45 Distributed) Test item 4.
DIST

ETA (Days): 21

(Agency Specific, non-Recvcled, Good, Base) Test ... $116.88USD / each Add to Cart
Siinnliar: AFD TNNIISTDTES TN/, fAnancy Snacfic nan-Daruclad Pand Raca) Tact itam 2 Add +n Favnrtac ¥

5.

When a user executes a catalog search, a list of items is returned. The default display of
resultsis based on relevance. Search results can also be viewed by: category, supplier, or price.

Click the ‘Add to Cart’ button to add the item to the shopping cart.

Note: Users can customize the search results by selecting the appropriate view in the ‘View By:’ and
“with’ drop down boxes. Search results can be displayed with detailed or summary information.

Users can also view results using ‘Details (multi)’ or ‘Summary (multi)’ which allows multiple line items
to be added to the shopping cart at once.
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6. Select ‘Details (multi) to view the results with detailed information and add multiple line items
tothe shopping cart at once.

== ==
8 items found View By: | Category v | with | DESIEXGINISNE v Py
~ —

—— - = --

- ~
¢ e

e

1 items found in: TECHNOLOGY ITEMS > COMPUTERS AND RELATED ITEMS > 204-00: COMPUTER HARDWARE AND PERIPHERALS FOR
MICROCOMPUTERS > 204-60: Monitors, Color and Monochrome (CGA, VGA, SVGA, etc.)

[ oty: |1 Adapter Power Mac/Monitor DB15F/HDI45M $42.35USD [ each

Contract 1D: Adapter Power Mac/Monitor DB15F/HDI45M Add to Favorites ™

Supplier: JCN Technologies
Supplier Part #: AD4515D
ETA (Days): 3

7 items found in: Uncategorized Items More items...

O aty: |1 MultiSync MT600 LCD Proiector $2.00USD / each

Contract 1D: MultiSync MT600 LCD Projector Add to Favorites ™
Supplier: 3M HEALTH CARE PRODUCT

Supplier Part #: MT600

ETA (Days): 10

7. Place a checkmark in the checkbox beside each line item that you wish to add to the
shoppingcart and click the ‘Add to Cart’ button. Each line selected will now be added to your
shopping cart.

Note: To view additional supplier information, click the supplier name link.
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Review Details for Supplier

These are the detalls for the field you selected.

. . . ow To
The Review Details for Supplier
page is displayed with detailed

Supplier Name: Maverick's Surf Shop information for the selected

Customer [D: supplier. To view location

Corp. web site: information, click the location

Notess name listed.

Preferred Currency: (no value)

Dispatch:

Carrier:

Carrier Method:

Terms of Payment:

Locations: Andrea Coor : SUNNYVALE
Review Details for Andrea Coor : SUNNYVALE

These are the details for the field you selected.

How To

Name: Andrea Coor : SUNNYVALE The contact name, email address,

i 45 phone number, and fax number can be

P viewed by selecting the appropriate

Contact: Andrea Coor <€ location. Users can also view how the
E-mail: supplier receives purchase orders (e.g.
Phone: (650) 390-1000 fax, email, or ASN)

Fax: +1 (650) 390-1100

Preferred Ordering Method: Electronic Ordering
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eReauisition Rviirg PRDEV1000402: Untitled eRequisition

Items: 1 Total: $746.86USD
Add Title
El Additems
Add Items
Checkout
Keywords:

12 items found

Electronics, Machine Shop, etc.)
Contract Icon

(Statewide, Recycled, Good, Regular) Test item 1.

- Term Contract: 1238
Supplier: AFP INDUSTRIES, INC.
Supplier Part #: 23

A (Days): 21

&
\A&

Recycled
Content Icon

(Statewide, Recydled, Good, Regular) Test item 1.

(IT Convienience, non-Recycled, Service, Reqular, ...

o> ]| ot

[Create Non-Catalog Item]

View By: | Category (¥ | with | Details v

3 items found in: EDUCATIONAL & ATHLETIC EQUIPMENT, SUPPLIES > EDUCATIONAL EQUIPMENT AND SUPPLIES > 785-00: SCHOOL
EQUIPMENT AND SUPPLIES > 785-55: Engineering and Technical Instruction Equipment and Materials (For Air Conditioning,

$698.00USD /[ each Add to Cart

Add to Favorites ™

o
HUB <«

Term Contract: 1238

Supplier: AFP INDUSTRIES, INC.
Supplier Part #:

ETA (Days): 21

$10.48USD / each Add to Cartl
HUB Icon

(IT Convienience, non-Recycled, Service, Regular,
Distributed) Test item 4.

Distributor DIST
lcon (Agency Specific, non-Recycled, Good, Base) Test ...
Sunnliars  AED TNAIISTDIES TRIC

(Amanms Snacifin nan-Demiclad Cand Raca) Tact itam 2

Add to Favorites ~

$116.88USD / each Add to Cart

AdA #n Favnritac ™

Note: There are several icons that may be listed to catalog line items indicating additional

information.

* Recycled Content Icon: Indicates the item is made from recycled materials.

+ DIST Icon: Indicates the item is supplied by a distributor. Once the item is added to the shopping
cart, users will need to select the appropriate distributor through the supplier field.

* HUB Icon: Indicates the item is supplied by a registered Historically Underutilized Business

(HUB).

* Contract Icon: Provides a link to the state term contract. Click on the link to display the state

contract in a new browser window.

12/16/2008
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_tHome JRIC welp I togout

Preferences Toggle Tips Toggle Currency

PR8578605: Untitled eRequisitior

Add Title Items: 1 Total: £30.24USD | Back to Catalog
Add Items 2 s
Sidlisne View Line Items
Checkout
This is a summary of the items currently listed on your eRequisition. You can change any editable field and cl

ickk Update Total to recalculate the eRequisition total. To
add more items, click Add Items.

How To

Shon ostats [

Tax Other Amount

[] wno. Type Description Supplier Part Number Qty Unit Price

M 1 !E] HP 16A Photo Inkjet Cartridge For Desklet,

(5] (oo (o] | [dieme]

ClE16A

esach $30.24USD $0.00USD $0.00USD $30.28USD

Total Cost: $30.24USD

__________________________ Update Total
——————
e~ s
S~ Don't show this page again after adding item(s)(resst feren .- -
_____ > ——_——— - .
W oo
N 4

Sm -

Note: The View Line Items page is automatically displayed after an item is added to the eRequisition.
Check the ‘Don’t show this page again after adding item(s) (reset in preferences)’ checkbox to
prevent the shopping cart from displaying each time items are added. Once this option is selected
items will be added to the shopping cart, but the user will remain on the ‘Add Items’ screen.

8. Click the ‘Back to Catalog’ button to return to the Add Items page to select additional items for the
eRequisition.
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3.0 Checkout

The Checkout page allows the user to enter shipping, accounting, and comment information, as well as
review the eRequisition for accuracy. The approval flow for the eRequisition can be viewed from the

Approval Tab on the Checkout page as well.

o

eRequisiti

PR243: Untitled Requisition

Edit, copy, or delete
by selecting the line
item(s) and clicking
the appropriate
button.

Items: 1 Total: $4439.98USD ) m @
— View the system
El Checkout generated approval
Add ltems flow by clicking the
Review your requisition, make c request for approval.
Checkout Approval Flow tab. How To
T fI
e =S :
¢ N
. Approval Flow ]
View the widdiasiih
Shopping cart == _U:tnled Requisition
Py CIICkI_n_g _the, Thomas Woods ¥
eRequisition
link ke Until: ? s
- TTs~J -
Line Items (1) ‘\ :Hde Details E*Ei' | )
O No. Type Description Qty Unit Price S~ AmomT
Fl 1 E Canon PCS40 Copier 1 each $449.98USD $449.98USD

B The line item contains one or more invalid fields
Supplier: Maverick's Surf Shop

Contact: Andrea Coor : SUNNYVALE

Commodity Code: Photocopiers

- -——-

N ————————

The revolutionary PC940 has high capacity, speed and advanced
zoom features you'll really appreciate. Equipped with a 250- sheet
paper cassette and legal-size capability, the PC%40 is suitable for
high-volume productivity. It also features a rapid 13 copies-per-
minute speed and a preset reduction/enlargement zoom
capability, making the PC940 the ideal copier for handling all your
large copy jobs.

Total Cost: $449.98USD

1. Line Items -- Review the eRequisition line items on the ‘Checkout’ page before submitting the
eRequisition. Edit, copy, and/or delete existing line items directly from this page by placing a
checkmark beside the line item and clicking the appropriate button. (See the ‘Editing Line Items’
process guide for additional information). To add additional line items to the eRequisition, click
the ‘Add Items’ button.

Note: Click the ‘Hide Details’ link to customize the amount of detailed information that is displayed
on the Checkout screen.

12/16/2008
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i Shipping - Entire eRequisition |ndicate the recipient Of the
Ship To: T ‘7 order as well as when it

should be received.

Deliver To: CORR Requestor 01
Need-by Date: ? i
Shipping Method: BEST WAY v
*FOB Code: 001 v

*Terms of Payment: | N30 v

Comments - Entire eRequisition

Comments:

Selecting the checkbox will send comments to your integrated backend system and place them on the purchase order.

[ include comment and/or attachments on purchase orders

Add Attachment

indicates required field

< prev|

2. Shipping — Entire eRequisition — Shipping information entered will default to all line items
entered on the eRequisition.

* Ship To: The ‘Ship To’ field automatically defaults to the Ship To location in the user’s profile. To
select a different ship to address click the drop-down box and choose the desired address. If
the address name is not listed in the drop-down box, choose ‘Other’ for a complete list of
addresses available for the entity.

» Deliver To: The ‘Deliver To’ field defaults to the user’'s name. To enter another name or
department name do so in this free text field.

* Need-by Date: The ‘Need-by Date’ is transmitted to the vendor on the purchase order as the
date that the items need to be delivered. Use the calendar icon to select the appropriate date.

* Shipping Method: The ‘Shipping Method’ field defaults to ‘Best Way'. Use the drop-down box to
choose the appropriate shipping method for the eRequisition.

* FOB Code: The Freight on Board (FOB) Code reflects how freight charges for the order are
paid. Select the option meeting the user’s agency purchasing policies.

* Terms of Payment: The ‘Terms of Payment’ field determines the timelines and conditions of
payment to the vendor.

12/16/2008 Shared Catalog Item Requisition Process Guide 12
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N

Need-by Date: ?

| Shipping - Entire eRequisition
Ship To: 63 v
Deliver To: CORR Requestor 01

m Select the checkbox to
include comments and/or

Sh I Method: BEST WAY

L = attachments on the
tEOB, Gade: 001 @ purchase order.
*Terms of Payment: | N30 v

Comments - Entire eRequisition

Comments:

Selectingfhe checkbox will send comments to your integrated backend systam and place them on the purchase order.

O

include comment and/or attachments on purchase orders

I Add Attachmentl Delete I

* indicates required F":\

The following types of
attachments are
supported: HTML, PDF,
TIFF, Postscript, Word,
Excel and PowerPoint.

- ——

—

E——

3. Comments — Entire eRequisition — Enter header comments and/or attachments necessary to
complete the eRequisition. To include a comment and/or attachment with the purchase order,
select the checkbox beside, ‘include comment and/or attachment(s) on purchase orders.’

4. Approval Flow — Review the system generated approval flow by clicking the Approval Flow tab.
(See the ‘Approval Flow’ process guide for additional information).

5. Submit - To submit the eRequisition to the approval flow, click the ‘Submit’ button either at the
top or bottom of the page.
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4.0 Catalog Item Bundle IDs

Bundle items are items that are grouped together by the supplier. Items in the catalog that are part of a
bundle will display a Bundle ID number beneath the item description. There are two types of items in a
bundle: a) bundle base item and b) bundle option items — the options or choices that accompany the
base item. Some of the option items may have additional costs associated with them.

Add Title
El Additems
Add Items
Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Checkout How To
Keywords: Options ~ Create Non-Catalog Item
CoptractHIDT = T — 7 — — ==L | \Supplier: - Select - (1 choice) ¥
-
- ~
\ Bundle ID: A3 Falorites: | - Recent Choices - ¥
-~ -o - = - -
Supplier PaTzxf— - ——-=~—"
15 items found Show Results: | 20 per page ¥ | View By: | Relevance ¥ | with | Details v
Lens Material, For Safety Evewear, High Index ... $34.58USD / each Add to Cart
Term Contract: 345B Lens Material, For Safety Eyewear, High Index 1.56 Plastic,  Add to Favorites™

Supplier: Correction Enterprises Multi Vision
Supplier Part #: A3B12b

ETA (Days): 20 .
Option Item
Bundle ID: Bundle ID: A3 (Option Item) (Option)
Lenses, For Safety Evewear. Bifocal, Flat Top, 35 $15.50USD / each Add to Cart
Term Contract: 345B Lenses, For Safety Eyewear, Bifocal, Flat Top, 35 MM, Per Add to Favorites™
Base ltem Supplier: Correction Enterprises Prescription, ANSI Z87 compliant frame is required to make
er Part #: A3 complete pair of glasses, Search with Bundle ID for Lens

ETA (Days)? Material and Lens Treatment Options

Bundle ID: Bundle ID: A3 (Base Item) (Base)

1. Conduct a keyword search by placing the Bundle ID in the keyword search field.
2. The returned search results contain the base item along with the available option items.
3. Click ‘Add to Cart’ beside each item to be added to the shopping cart.

4. Complete the eRequisition as normal.

12/16/2008 Shared Catalog Item Requisition Process Guide 14
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5.0 Catalog Item bForms

BForms are term contract items that have specific attributes associated with them, and the user must
select a preferred option before the item is added to the eRequisition (e.g., size, color, delivery
options). When a user adds a bForm item to the eRequisition, the system displays the options for the
user to choose. The user should select the preferred options and click ‘Next’ to add the item to the

shopping cart.

S PR5886717: Untitled eRequisition
eRequisition fvird v :
Add Title
El Additems
Add Items
Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Checkout How To
Keywords: \bookcase Options ¥ Create Non-Catalog Item
Contract ID: Supplier: |- Select - (15 choices) v
Bundle ID: Favorites: | - Recent Choices - ¥
Supplier Part #:
203 items found Show Results: | 20 per page ¥ View By: | Relevance ¥ | with | Details v
Page|1 v |}
—————
Bookcase, Contemporary, 42", Achieva, Easy Fit .. $108.60USD / eQCF\ Add to Cart| ™~ )
-~
Term Contract: 425C Bookcase, Contemporary, 42", Achieva, Easy Fit Series, S~ Addto Favermes ™
Supplier: ACHIEVA, INC. BK3642, 36"Wx12"Dx42"H, Adjustable Shelf, Specify Finish
Supplier Part #: BK3642 Color, Click on Globe icon for additional specifications. Verify
ETA (Days): 21 shelf load capacity for weights over 60 Ibs.
DIST
Bookcase, Contemporary, 60", Achieva, Easy Fit .. $141.00USD / each Add to Cart
Tarmm Conteact: ADSC Rankrace Cantamnarary 60" Achieua Facy Fit Seriec Add ta Faunritec ¥

1. Execute a keyword search and add the item to the shopping cart. An additional screen willprompt
users to select or enter additional information related to the selected item.

Add Title
Add Items

Checkout

PR5886717: Untitled eRequisition

P N
Items: 2 Total: $217.20USD m m
~Se__- ’
E] color and Delivery Options

Enter additional information for this catalog item.

How To
Item Description: Bookcase, Contemporary, 42", Achieva, Easy Fit Series, BK3642, 36"Wx12"Dx42"H, Adjustable Shelf,
Specify Finish Color, Click on Globe icon for additional specifications. Verify shelf load capacity for weights
over 60 Ibs.
Color: v
Preferred Delivery Msthod: v

e [ o> ] x|

2. Select the necessary additional information, using the dropdown box, as indicated on the page.

3. Click ‘Next’ to add the item to the shopping cart.

4. Complete the eRequisition as normal.

12/16/2008
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6.0 Catalog Item Favorites

Users can add specific term contract items to a favorites list for quick reference. Catalog items saved in
Favorites are updated as the catalog item is updated (e.g., price, description). To utilize catalog

Favorites, users must first define ‘Favorites Groups’. Specific catalog items can then be added to a
defined Favorites Group.

Add Title
Bl Additems

Add Items
Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.

Checkout How To
Keywords: Icopy paper Searchl Resetl Options ™ ICreate Non-Catalog Item|
2 iterns found Show Results: | 20 per page x|  Wiew By: |Re|evancej with |Detai|s _:_]

The item has been added to the group "Office Supplies"”. Select "0ffice Supplies” from the Favorites pull-down list to see
all items. If you do not see the Favorites pull-down list, select it under Options.

Canon PC940 Copier $449,98USD / each | Add to Cart
Supplier: Pleasant Hawaiian Travel The revolutionary PC940 has high capacity, speed and ¢ “hddto Favo:t%;
Supplier Part #: 464166 advanced zoom features you'll really appreciate, Equipped - _-
ETA (Days): 7 with a 250- sheet paper cassette and leqal-size capability, ==

the PC340 is suitable for high-volume productivity. It also
features a rapid 13 copies-per- minute speed and a preset
reduction/enlargement zoom capability, making the PC340
the ideal copier for handling all your large copy jobs.

¥ Eureka Recycled Copy Paper 8 1/2" x 11", Ream $5.49USD / each | Add to Cartl
Supplier:  Pleasant Hawaiian Travel Ideal for buiness custormers that are enviromentally | Add / Remove Favorites
Supgplier Part #: 462966 conscious. Made of 50% post-consumer recycled mat v Office Supplies
ETA (Days): 1 Multi-purpose paper.
¢ T Other = \)
N

>
S, -

Can't find what you are looking for? Fill out a non-catalog form,

1. To define a Favorites Group, execute a catalog search for the desired item.

2. Click the ‘Add to Favorites’ link and choose ‘Other...’

12/16/2008 Shared Catalog Item Requisition Process Guide 16
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ot Tt Bl Additems
Add Items
Add items to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Checkout How To

To create a new favorites group, enter and save a new group name. You can also search within a favorites group, or select and delete &

favorites group.
.-~ How To Screen Details
’ ~
\
f
\ <Back !
/8 7’

L r—

-
Add or remove “Ideal for buiness customers that are
material. Multi-purpose paper.” item from a favorite g

o post-consumer recycled

Use Favorite Groups to  bup.
organize favorites for
quick reference in the
future.

[T Favorite Group Name

[T Office Supplies
L Delete Group

- -

New group name: lMaintenance Supplies N | Create Group . S

Delete Favorite Groups by
selecting the checkbox next to

the group and clicking the
‘Delete Group’ button.

3. Inthe ‘New group name'’ field type the name of the Favorite Group to create.
4. Click the ‘Create Group’ button. The new group will appear in the Favorite Group Name list.

5. Click the ‘Back’ link to return to Add Items screen.

12/16/2008 Shared Catalog Item Requisition Process Guide 17
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3
[STOPPTITY Cart o — p—
Items: 0 Total: $0.00USD
Add Title
Bl Additems
Add Items
Add iterns to your requisition from the catalog or from your favorites groups. You can also enter details for non-catalog items.
Checkout How To
Keywords: ]copy paper Searchl Resetl Options ™ [Create Non-Catalog Item]
2 itermns found Show Results: | 20 per page _x View By: IReIevanceZ' with IDetaiIs ZI
The item has been added to the group "Maintenance Supplies™. Select "Maintenance Supplies” from the Favorites pull-
down list to see all items. If you do not see the Favorites pull-down list, select it under Options.
Canon PC940 Copier $449.98USD / each Add to Cart
Supplier: Pleasant Hawaiian Travel The revolutionary PC940 has high capacity, speed and Add to Favorites ™
Supplier Part #: 464166 advanced zoom features you'll really appreciate. Equipped
ETA (Days): 7 with a 250- sheet paper cassette and legal-size capability,
the PC940 is suitable for high-volume productivity. It also
features a rapid 13 copies-per- minute speed and a preset
reduction/enlargement zoom capability, making the PC340
the ideal copier for handling all your large copy jobs.
-~
/¥ Edveka Recycled Copy Paper 8 1/2" x 11", Ream $5.49USD / each 2dd tn Cartl
\ T : : | Adtl 7 KErmoTe Favost
~ = “Supplier: Pleasant Hawaiian Travel Ideal for buiness customers that are enviromentafly ) i e N
Supplier Part #: 462966 conscious. Made of S0% post-consumer recycledunat ¥ Maintenance SUPP“ES_ -
ETA (Days): 1 Multi-purpose paper. = Dfftcesopptier —
Other...
Can't find what you are looking for? Fill out a non-catalog form.
o>

6. To add an item to the Favorites Group, click the ‘Add to Favorites’ link. Users can then add the
item to the desired Favorites Group by choosing the name from the menu.

Note: Once the item has been added to the desired favorites group, a star is placed beside to item to
mark it as a favorite.
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7.0 Catalog Saved Searches

Users can save frequently used catalog searches for future reference. This can be helpful for users that
add the same type of line items to an eRequisition on a regular basis.

e 2 i PR249; Untitled Requisition
Shopping Cart I e
ywords ’7 ’7
= : Items: 1 Total: $443.98USD s
¢ Keywords (And)
Add Title Keywords (Or)
E Add Items Exact Phrase
Add Items Exdude Words
Add items to your requisition from the catalog or from your favori PITSrI er details for non-catalog items.
Checiout Hazardous Materials Liow'io
Supplier
i . ) . ; . ~ Supplier Part #
Search In: f?nnre Catalog > Office Equipment/Supplies > OETWE-S = Manfacticer ICreate Non-Catalog Ttem
Keywords: \Qptiot . Aefg. Part #
Price -
4 items found Show Results: ETA (Days) with | Details v
Type Name
BT Masterbrand Three-Ring Binders - Red - 2" ... Language $7.70USD / box |Add to Cart
Supplier:  Schafer Office BT Mas| Custom - Red - 2" Capacity - 11 Add to Favorites™
Supplier Part #: BTM0D0&4 X81/2 Favorites
ETA (Days): 1 =
BT Masterbrand Three-Ring Binders - Red - 1/2" ... Show all search options $3.94USD / box | Add to Cart
Supplier:  Schafer Office BT Mas fice sesirh opfiors - Red - 1/2" Capacity - Add to Favorites™
Supplier Part #: BTM00122 11 X 8 | Saved searches
ETA (Days): 1 : Save current search.r’\
BT Masterbrand Three-Ring Binders - Red - 1" ... | ~Rom-peneis-semrett ~ $4.02USD / box |Add to Cart
) ; . Run 'Untitled search’ . . .
Supplier:  Schafer Office BT Mas et ; | Red - 1" Capacity - 11 Add to Favorites ™
Supplier Part £:  BTM00058 X81/2 "un computersearc
ETA (Days): 1 Other...

1. Onthe Add Items screen, complete the catalog search to save. The results are displayed.
2. Click the ‘Options’ link to view the list of available options.

3. Choose ‘Save current search...’

Save Catalog Search [Save |

Choose a descriptive name for this search. This will help you to find and reuse it later in the search options menu.
How To Screen Details

4. Inthe ‘Search Name’ field enter the name of the saved search.
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5. Click the ‘Save’ button. The catalog search is now saved and the user is returned to the Add
Items screen.

- : PR243: Untitled Requisition
Shopping Cart i - N —
ywords [y
[ e Items: 1 Total: $§449.98USD ‘a1
v Keywords (And)
Add Title Keywords (Or)
E Add ltems Exact Phrase
Add Items Exclude Words
Add items to your requisition from the catalog or from your faverite P details for non-catalog items.
Shea Hazardous Materials A
Supplier
i . : : : Supplier Part #
Search In: Entire Catalog > Office Equipment/Supplies > Qﬁcaiu[ (Manufacturer Create Non-Catalog Item
Keywords: Options| /Mfg. Part #
= Price
175 items found ETA (Days) View By: | Category %
Type Name
Batteries (18) o ) Language
Accessories (2) Rechargeable Batteries (4) Alkaling Batteries (11)
Custom
Boards (38) Favorites
Boards (38)
Views
Stationery (6) Show all search options  pries (17)
Envelopes (1) Custom Envelopes (1) Letterhead (4) Hide search options lies (17)
Calendars (19) Saved searches
Calendars (19) - ~S3ve current searchn.~ ~ (1) Erasers (15) Markers (5) ..
& f Run 'red binders search’ \/
Organizers (8) SNy S . -~
Oraanizers (8) “Ren-pandls search'= —
Run 'Untitled search’
Other...

6. To use a saved search, click the ‘Options’ link from the Add Items screen.

7. Choose the saved search to execute under ‘Saved searches’. The results for that search
aredisplayed.

Note: Saved searches save the search criteria to be executed, not specific catalog items.
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